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ABSTBACT 

This booklet is intended to assist school districts 
in planning effective administrative staff development programs* 
Following a brief introduction and discussion of hov to initiate a 
program* six model staff development programs are examined* Eacji of 
the models describes a successful program being used in a particular 
California school district. The models mere selected to illustrate 
strategies designed to meet the needs of districts vith a variety of 
specific program objectives* In addition. Appendix A presents a model 
self-assessment inventory for educational administrators, and 
Appendix B discusses possible approaches to funding staff development 
programs* (JG) 




ERIC 



TABLE OF CONTENTS CD?* 



INTRODUCTION 1 

GETTING THE EXPANSION OF EDUCATIONAL MANAGEMENT SKILLS 

PROGRAM STARTED 5 

MODEL #1 — A DISTRICT UNDER 10,000 A.D.A. 

THE UPLAND SCHOOL DISTRICT MODEL FOR PROFESSIONAL RENEWAL 7 

by Bill R. Plaster 

MODEL #2 — URBAN SCHOOL DISTRICT 

SAV FRANCISCO UNIFIED SCHOOL DISTRICT ADMINISTRATOR AND 
STAFF INSERVICE PROGRAM AS RELATED TO ACSA 'S PROJECT 

LEADERSHIP 15 

by Fred Kennedy, Fern Kelly and Rosemary Fong 



MODEL #3 ~ GETTING THE EXPANSION OF EDUCATIONAL MANAGEMENT 
SKILLS PROGRAM STARTED 

HOW DO I START TO PLAN FOR A SCHOOL OR DISTRICT INSERVICE 



PROGRAM? 19 

by Donald Slezak 

MODEL #4 — WHAT DO WE DO WHEN WE HAVE NOTHING ELSE TO DO? 

THE ALHAMBRA CITY AND HIGH SCHOOL DISTRICT 'S THREE-YEAR 

PROGRAM OF STAFF DEVELOPMENT 21 

by Knute Clark and Wayne Henderson 

MODEL #5 — A COOPERATING SCHOOL DISTRICTS INSERVICE HAPPENING 

"THE WOVE- IN" 27 

by Keith William Lavson 

MODEL #6 — STAFF DEVELOPMENT IN A DECENTRALIZED DISTRICT 

THE OCEAN SIEW SCHOOL DISTRICT STAFF DEVELOPMENT PLAN 31 

by James Carvell and Barbara Dolph 

SUMMARY 39 

appendices: 

APPENDIX A — ACSA PROJECT LEADERSHIP SELF-ASSESSMENT INVENTORY ...41 
APPENDIX B — FUNDING THROUGH ADULT EDUCATION FUNDS 46 



INTRODUCTION 



This Operations Notebook has been prepared for school districts and 
other educational agencies concerned and consult ted to the concept 
of improving schools for the chief purpose for which they ware 
created: to assist in the education of children, youth and adults. 

A review of research studies indicates that good learning In the 
school best takes place when administrators (central office and 
building level) are willing to involve In decisions those who shall 
be sffected by that decision. Administrators who possess these kinds 
of management skills seem quite often, also, to be a parson who 
acknowledges the continuous need to expand his or her management skills, 
for they realise one of their chief challenges is to release tha 
remaining untapped resources and skills of the staff and community. 
New challenges need the best of tried and proven techniques and yet 
still demand new approaches and management skills to cope with d em a ndin g 
times. 

THE RATIONALE FOR AN ADMINISTRATOR AND STAFF DEVELOPMENT PROGRAM: 
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The need to expand educational management competencies is indicated in 
several ways. For example, school districts typically encourage, through 
salary Increments and salary schedules, educators to increase their 
skills as teachers and administrators. Approximately 70 percent of the; 
district budget is encumbered for salaries. The salary schedule is ... 
directed by district policies that urge personnel to be involved in? •■ ]'$$m 



staff development programs. The figure presented below is an 
of how the school district dollar is influenc ed by sa laries . 
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Obviously, STAFF DEVBJOPffffT IS A HIGH PRIORITY item when school systems 
Invest 70 percent of their budgets in salaries that are based upon 
advanced preparation of the professional and classified personnel. However, 
most of the rewards on a salary schedule are not planned, supervised or 
lead to the achievement of district or individual goals* Few salary 
schedules reward or encourage administrators to develop modem educational 
management competencies* 

Another dimension regarding how Important is staff development is 
depicted by the concerns of members of the Association of California 
School Administrators* The kinds of skills to be considered in 
administrative staff development were identified by the ACSA State 
Coismittee on Elementary Administration and the ACSA State Committee on 
Secondary Administration in separate ACSA "Special Reports." Both groups 
concisely presented some of the needs, goals and directions concerning 
administration in the 1970*8. Several concepts reflecting this concern 
for management effectiveness are listed below. 



SECONDARY ADMINISTRATION COMMITTEE 
(Special Report* June. 1972) 

The administrative process essential 
to providing educational leadership 
and sound management for a dynamic 
and relevant Instruction program 
requires attention to the following. 

Effective and meaningful Involvement 
of all school components - students, 
teachers, community and administration* 

Clear lines of two-way communication 
responsive to all members of the 
school co enmity* 

Decision-making ensuing from colleglal 
relationships and as close to the. 
operational level of those Involved ... 
as possible* • '* v 

THE PROFESSIONAL ASSOCIATION'S COWTHB8T TO ADMINISTRATOR AMD STAFF RENEWAL \: 

The Association of California School Administrators' Professional Development 
Program etaff has taken cognisance of the membership *s needs for expansion 
of educational management skills. New roles necessitate new skills of ; v 
edmlnietretlon, euperviaion end operations. r./''3;' :r - r T:; * : " 



ELEMENTARY ADMINISTRATION COMMITTEE 
(Special Report. March. 1972) 

Elementary education is a process 
which is in a tremendous state of 
change. 

The school in the future must be 
community-centered to meet ell the 
educational needs of its clientele. 

To effectively operate such a 
community-centered school, the 
principal, ae Community Educational 
Leader, must participate in 
development of district policies. 



A major function of the ACSA SOUTHERN CALIPORNIA OFFICE ** toilet, t^ougn 
the organisation of human and material resources, various kinds of activitiae, 
to assist State Cosnlttees, Region PDP, end other educational agencies. The 
MATRIX published on the following page reflects whet types o* aitainistrator 
end eteff development programs are evelleble. ; ..^//.0:^| ; < V 



•A * ■ 



'1 



-3- 



AMOctatfM o< California School Adtontettaton 



FOCUS OF 

MVUOMttNT NOOftAM 



IV* » AflHlNiVTUTIVt UCtU 

cxmnkiom mum 



STATE 
WORKSHOPS 



te ft^ui 4astvi 

feel M'tltiMMS M 
•r Mats tie* h ir 
4«i mm eitfcetltteal 
MeleUtrstlM 
tA#»as > • Mttsty •* 
cmImimh AM 
IMH sMtMlis 



tOO SHOWS 



INSTITUTIONAL 
MEMBERSHIPS 



PROJECT 
LEADERSHIP 



'Mil ■AAA** 



S, cMfUU 
IMWUMl tMlte Af 
KHtIM AffttM At 

w»rkMM« Amf/At 



wort* MmlMTi. 



I* MS* *• tt» Al- 
t set le« ol ACIA mm- 
Mrs Mi UtMMMl 
Uy*M MM»Ury 
htAlU Mi HlMt* 



ACM AttAMtA Mi 

'iiiifti fr*w 
|*AM At* tMAMi M 
Ml* ted M*SAl 
SltM. Amy SA*e4*S 
StttSMtS Mi/M 
Matty. 



tm MwMjt iaetl- 
tut Steel msjAms *» 

MttftttAAM At M 
BMt U AtftAllUAM 
Ml«M« Mi/M %Mtfc 
AtH ■'AMUi M «er 
reel tsewM tm 

»t. 



r« at*"*** ilsAjtill 
ttelAMg tiili** 
trUt eAeieMttMlve 

M U MAVR 
tUlA-teSt* MM** 
llMAl 



EDUCATIONAL 
MANAGEMENT 
INSTITUTE 



y» crwti Mi lm»U* 
mm a twttlamel 
eel lag lei im tfcat 

fMUMA AfM MM*** 
MIAMI MAI 



ru SSMMlSMl 
I •AMMlAMl A t AA 1 

eiM U the Mseteve 
USA Mi MeUte 
MAle. 



*C It \H*3Vm 



Me M tMM iAyt 
AttMtlMt tttUlfll 
MMMUtlAM. *tA 
liMAl U UUfl, 



AMtAMi 

fet iK'Atlt Mi/M 

iAy eAtelAeA. 

MrtltlMAM vlAlt 
' s*Aeel<s) 

vltA 

gttft. 



lAMMttMAl Sgsn AIM 
I MAMl lUultU 



MMM .Ullkt 
lAAiMAAlf tM. 



ACM MAAMA Mi Ml 

kMf A I* AAi/AT 
M* Al MAM MiAT 
MMJMt, *MffAl 

», lAfttMAl UAft, 
MigMt U., PfftMAU 
CsrsMMlAAjA* 



OAfaAM ZATIQNAl 

ocsicm 



*ertUl*e*tt Am am 
MM Af (Ull«t 

MuutiM*! simlals- 

tVMlM UMI Mi 

msecta ultimately 
leeiUf tA AMtAMi 

■malalattetlM. 



itMMgiM MfMtAi 
rAAAIilAj AM %* 

iMMt etA#JAA». 
MMMtAi SUff 
iMAlMAAAt tAAjet*A» 
AMtA MCAMAty M 



tMCUlly iMiAMi 
MtAAHAfA* ***** U 
M tAStAtfAllAtt IM 
fM fMM ttftA* 
MMAtlVAA M MAM 



rtAjMt t aiiwaAty 

iMMiAA In MA 

usialag 

MllAACAgi 4) 

a) 

g 1*4*1 MtMAlf i 

» 

tags 



ANTICIPATED MOULTS 



WttAeMa AAttUI' 
MAtA MA tMAltAi U 
tMfUt* SM MAtiM 
f«m t«§M4tA| AMA 
MAAMA tA*f ACUAi, 
Only MtAAAAf MM- 
MM MIA) AtfAAg 
railage *** tMM Mi 



iMMllAty AVAAMAI 
MAiMtiAA CtiMttA 

IMM) CUtAi AM 
At AMA vUttAttM. 
toMl«A AAAtAi tfUA 
lAaUllttMM Af 



UMUriM*. 



On jtta aaaamIaa* 

tMM M AMMAAAi 
OAi AAAAAltAAA 
AAfA ttA A ffM Am 
MAll ¥M NlfjMM 



Tt«lMt« M« MA* 

and M AMiAt 

AtAlf tA AAt Vt iA 
■AMAtlAA At At* AM* 
NAA tt AlAiAi at A* 
tTAM At A I Ml Ai M 
MttUla*tiAt 

iuttuiAi 



H U fffMih • {• LtM SfMA^AMli 

IM At AAlAAAM t V aaa) 7l A ilH liA U y 
Mth iMUAai f*r • LptAAtttAAi ttAlAlAj 
AAMlf M AAMlHaaal 



AjAAlA Af* At Ml Mi 
tat I MA MMifU 




• AAlMtiM Af ttAA» 



AiAlatartAllAAj 



tl 



MfAlAM AAl m*M» 



lAartMMH att- 
tiiAi M*A Ay ACtt 



aaAttAit I 
Smmaia 



Ay a^alA^MriaMt A^AA* AAAAAtlAA 
ty M liMMiM Am " 
Mil rttSAtt MA.VA 
AAi MjMUAM 
MSAlAAi* HttUl* 

caamI MtiM maXmm amA 

MlHH aMitAAl AA 



i*jA. 



aaaSaaaaJ la MVAA 
Af fMMliA AMAC t ai 
Ay tla) t — ite a 



ty m aUI m to 

MtAlAtAMMA AaMA 
AVAMAi AA AAAAAf $*% 



KM AAOfiAAai It 



«AA4f AMA ^ 



M tttlittAtlM 
CtM. 

MtAAMfA aAtt 

ttftlAUAUM I MA. 



tAgiAttAtiAA imm 

M MF *A* *A*Mf 



UAtiMUMAl mm 

AMAAip AWfcAAtif 1 
tMM. MMAI US 



AAtaMf fM fM 
M#tlAlA*ttM AA) 
fM|Ml tiaiMAAit. 



AA AtAjAM 
AA A 



U AMV 



Aiig MAMtlAtiAAA 
%W M^aAAAAAMl 
M>aMlM i*M ii A 

um!!' 1 ' 1 imm 



one of the WTION'S MOST SUCCESSFUL SWFF DEVELOPMENT PROGRAMS Mveiopad 

by a professional association is ACSA's Project t^ership, »«tails - 
regarding this one component of the total ACSA fWHSSIOfWL, IB/H^PfGJT 
PR06RW1 Are blocked out. for ettphMls, in the above chart. A basic 
feature of PROJECT LEADERSHIP it to assist and plan vith educational 
agencies a personalized master staff expansion o f skills prograa. The 
initial step in nastar plannix* is to CONDUCT A fEEDS ASSESSMENT to find 
out "what ought to be the right program for administrators to be . 
affected by the program." Ons instrument used successfully by both. V 
suburban and urban school districts is ACSA PROJECT LEADERSHIP'S SELF- 
ASSESSMENT IIWcM)Rt' i The piirposM of thiA instrument art the fojlo*^: 
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1.0 



2.0 



3.0 



To Mslst the individual administrator to diagnose his interests, 
knowledge and level of experience against constancies id ent ifi ed 
m being dMirable for school sdminlstrstors. ■•^^■^•v- 




■»:k 



To aaslst the participant in selecting activities, training 
programs and materials to fill identified voids r .as ae tsntljied 
by interMt. experience or knowledge.. ■" > r;T *. 4 V ■■^■■■.■&$r:- 

To provide data to the tiaison Administrator* to aaaiat Project '^>^^^M^ 
Leadership participants in planning their own Improvament program^ 
and availability of Iroject traininfi^programa aj^ ^ 



APractitioaar in tha fiAjd cotttractad & aaslst the Project UAteAbiP;..,.,;^,;.^^^ 
profMAional staff. LKtiaon arfatfniatrat»jr.coo|^|^ 
4-5 diatricM ragardittg staff ^$Xf^*m%, . :-:'>v^^^ : 1 



4.0 To provide data to the Liaison Administrator in planning 
Satellite Meetings. 



5.0 To provide data to the Project Leadership Director (or district 
personnel) in planning future programs and the need for material 
development. * 



PROJECT LEADERSHIP ia one of excellent resources to which a school 
district and/or educational agency can call upon for assistance when 
planning an administrative and staff expansion of management skills 
program. The contents of this ACSA OPERATIONS fKJTEBOOK presents a 
variety of successful field-tested administrator and staff development 
programs compiled from a number of school districts. 

An analysis of why staff development programs are successful generally 
revealed important characteristics such as the following: 

1.0 Meet 8 genuine needs 
2.0 Planned cooperatively 
3.0 Administered cooperatively 
4.0 Provides practical' help 
5.0 Continuous (long-term) 

6.0 Is an integral part of the larger educational process 
7.0 Provides for group process 
0.0 Receives substantial administrative support 
9.0 Receives sufficient financial support 
10.0 Provides an atmosphere for creativity 

In addition, educational agencies that have found success in their; 
administrative staff development programs have emphasised the need for 
provision of procedures as follows: 

1.0 Assessment of needs 

2.0 Assessment of strengths and weaknesses 

3.0 Assignment of specific personnel to specific programs baaed en need* 

4.0 Establishment of priorities 

5.0 Determination of time to have program 

6.0 Identification and selection of people with appropriate competencies 
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SECTION A 



GETTING THE FXPANSION OF 
EDUCATIONAL MMAGBBIT SKILLS PROGRAM STARTED 

The initial step in establish* program to expand the educational 
management skills of aaministr- -*s and staff is to select an 
appropriate needs assessment instrument to be used to identify and 
prioritize skills to be learned in the renewal project* 



EXAMPLE OF HOW ONE DISTRICT USED ACSA 'S PROJECT LEADERSHIP SELF- 
ASSESSMENT INSTRUMENT (NEEDS ASSESSMENT) 

Mr. Robert J. Schilling, Assistant Superintendent, Instruction, Area IV, 

HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT, applied the acsa self- 

Assessment instrument to identify needs and priorities of administrators 
in his administrative area. 

Area IV, Hacienda La Puente Unified School District, identified five 
priorities common to all levels of the district's administrators, based 
upon responses to the ACSA instrument. * ACSA Project Leadership staff 
were invited to recommend training programs to assist administrators 
attain the five priorities as follows: 

ITEMS OF COMMON CONCERN TO ALL LEVELS OF SITE ADMINISTRATORS 

1,0 Techniques classroom teachers can utilize to get more learning 
in the school day 

Training Program : ENABLING BEHAVIORS 

2,0 Techniques to improve interpersonal communications and building 
trust 

Training Program ; INTERPERSONAL COMMUNICATIONS 
3.0 Techniques for assessing school climate or environment 

Training Program : IMPROVING SCHOOL CLIMATE 
4,0 Techniques to- improve student discipline 

Training Program : TRUST BUILDING OR TRUST BUSTING 
5, 0 Techniques for diagnosis and problem solving 

Training Program : RESEARCH UTILIZING PROBLEM SOLVING 

Training prog rams to assist administrators Improve in areas of high priority 
are organized around six domains of educational administration competencies 
depicted in chart on the following' page. 

*See Appendix A 
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SUMMARY OF ACSA PROJECT LEADERSHIP STAFF OPINIONS: 

The number of personnel at levels of administration In the Hacienda 
La Puente Unified School District would enable an administrative in- 
service program to be planned for mixed levels or job-alike administrative 
groups. 

Certain training programs (e.g., Interpersonal Communications) lend 
themselves to team building and better understanding among leaders 
operating at different levels of administration. 

The suggested training strategy for Hacienda La Puente Unified School 
District is depicted below: 

ACSA PROJECT LEADERSHIP HAS FOUND THE GREATEST SUCCESS IN THE IMPLEMEN- 
TATION OF TKE MANAGEMENT CHANGE MODEL THROUGH THIS TRAINING CYCLE. 
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MODEL ni - A DISTRICT UNDER 10^000 ADA 



THE UPLAND SCHOOL DISTRICT MODEL FOR PROFESSIONAL RENEWAL 
by Bill R. Plaster, Superintend ent 

NOTE: The UPLAND SCHOOL DISTRICT plan for expansion of educational 
management skills is completing its second year of operation. It has 
been carefully planned and has utilized the involvement of staff in 
establishing guidelines for implementation. The commitment for skill 
development has been made by each level of administrative responsibility. 



POINT OF VIEW . Schools can be improved. The Upland School District is 
committed to provide the best possible programs of learning opportunities 
for students. Like all districts throughout the State, for the past 
several years, the district has received its fair share of federal and 
state monies to hire additional staff for categorical programs such as 
Title I, and to purchase new materials to expand our audio visual aide 
program. Yet, like many districts, even with these additional materials, 
we were not completely satisfied with the results of these programs in 
terms of their impact on classrooms. 

With the support of the Board of Trustees, a comprehensive staff develop- 
ment program was designed and implemented with the basic belief that the 
most efficient and effective way to improve any school district is to 
improve the competency of its staff. 

COMPONENT OF PROFESSIONAL DEVELOPMENT PROGRAM , Education is, and will 
continue to be, a people business. The Upland School District's 
Professional Development Program consists of three components: 

o Instructional staff (all certificated employees) 
o Administrative staff (central office personnel, principals and 
vice principals) 

o Classified staff (instructional aides, volunteer aides, community) 

PRIMARY EMPHASI S. Although the purpose of this paper is to briefly 
describe the component that has been developed for administrative renewal, 
the reader should know that all administrators have participated and 
completed the component developed for the instructional staff. The component 
places primary emphasis on: 

o Instructional objectives 

o Learning theory (motivation, retention, reinformcement, rate and degree) 
o Classroom management decisions 
o Teacher decision making 
o Lesson analysis 

In order to complete this segment of the PROFESSIOflAL ifVOJOPMENT PROGRAM 
administrators have devoted approximately 150 hours. As a matter of fact, 
to extend our skills in lesson analysis, administrators are presently 
meeting for one hour each week to practice and refine our classroom observa- 
tion skills. By June, 1975, all of the instructional staff will have 
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completed this segment of the Professional Development Program. This 
vlll be accomplished by releasing teachers from their regular assignments 
by providing substitutes, whereby they can attend this THREE-WEEK 
TRAINING CYQJE. This segment of our Professional Development Program 
has been one of the most exciting, rigorous and productive programs ever 
implemented in the district. It has been well received and our evaluation 
data clearly indicates that instructional programs have improved and 
continue to show significant gains. Administrators have acquired skills 
and competencies to provide direction and leadership in the area of 
instruction. 

The UPLAND ADMINISTRATIVE TRAINING PROGRAM was designed using the 

following model: 
GOALS 



What is desired 
1-0 


minus N 


What currently 


determines N 


What needs to 
be done 3.0 




exists 2.0 


■ ; 



Plan of 

Implementation 



4.0 



J Monitoring & 
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5.0 



Recycle if 
necessary 
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PRIMARY OBJECTIVES OF ADMINISTRATIVE COMPONENT OF PROFESSIONAL DEVELOPMENT 
PROGRAM 

The primary objectives for the administrative component of our Professional 
Development Program Include: 

o To provide inputs in order for the administrator to be acknowleased 

as the ins true tioaal leader, 
o To develop knowledge of good teaching skills to improve classroom 

learning. 

o To develop classroom observation skills through lesson analysis, 
o To develop improved methods of communication* 
o To develop better organizational skills. 

o To create school climates which support positive feeling ton;s. 

o To improve public image of staff and school. 

o To develop plans for change by administrators and staff. 

o To make use of current trends in education. 

o To provide dynamic leadership. 

NEEDS ASSESSMENT AND PRIORITIZING OF STAFF DEVELOPMENT PROGRAM 

Priorities for the administrative professional development program were 
established based upon the results of a comprehensive needs assessment. 
The needs assessment was comprised of over sixty specific items from which 
each administrator in the district indicated its relative priority. Clearly, 
the composite rankings of the items of the needs assessment indicated that 
priority should be given to such areas as: 

o Techniques for diagnosis and problem solving to assist classroom 
teachers. 

o Methods to improve interpersonal communication and building trust. 
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o Skills in program development, implementation and evaluation, 
o Techniques for assessing attitudes of staff, citizens and 

students, 
o Application of learning theory, 
o Lesson analysis. 

The next cluster of priority items includes such topics as: 

o Skills for working with Parent-Advisory Committees. 

o Techniques for establishing objectives, 

o Time management. 

o Skills of performance evaluation. 

o Techniques for decentralizing the school budget. 

o Shared decision making. 

o Assessing school climate. 

ALTERNATIVE PLANS TO MEET DIVERSE NEEDS OF ADMINISTRATORS 

From the needs assessment, it was evident that all administrators held 
the above components as top priority. However, the needs assessment further 
indicated that each administrator had one or two priorities that were not 
shared by the total administrative staff. Therefore, as we began to 
develop the many components within our administrative professional develop- 
ment program, LATiMf. HAD TO BE PROVIDED, wherein the individual could 
pursue topics in which he felt he needed additional input, as well as to 
accommodate the priorities that were shared by the total group. 

The district developed a PROGRAM OF ACTION consisting of specific activities 
that were designed tor each month, for all administrators. This calendar 
included the following: 

August 1974 - Workshop Topic: Development of Management Objectives 

September 1974 - Workshop Topic: Designing Instructional Programs (15 hrs.) 

October 1974 - Workshop Topic: Techniques to Survey Attitudes of Staff, 

Citizens and Students 

- Workshop Topic: Techniques that Teachers can Utilize 

to Get More Learning in One Day 

- Workshop Topic: Implementing Instructional Programs 

(15 hrs.) 

November 1974 - Workshop Topic: Program Monitoring and Evaluation 

- Workshop Topic: Performance Evaluation 

- Workshop Topic: Ideas for Learning Centers or Activity 

Centers 

- Workshop Topic: Evaluating Instructional Programs (15 hrs.) 
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December 1974 
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January 1975 



- Workshop Topic: Techniques of Working with Citizen 

and Staff Advisory Councils 

- Workshop Topic: Enabling Behaviors (15 hrs.) 

- Workshop Topic: Group Process Skills 

- Workshop Topic: Techniques to Diagnose Teacher-Pupil 

Interaction 



February 1975 - Workshop Topic: Shared Decision Making 



Marr.h 1975 



Aprii. 1975 



May 1975 



June 1973 



- Workshop Topic: Techniqv--s to Assist Teachers in 

Giving Better Direction 

- Workshop Topic: Techniques of Decentralized Budgeting 

- Workshop Topic: Concepts and Techniques of Open Fducation 

- Workshop Topic: Techniques for Assessing School Climate 

and Environment 

- Workshop Topic: Establishing Objectives and Priorities 

- Workshop Topic: Techniques of Time Management 

(Make-up period if any workshop has to 
be rescheduled) 

- Workshop Topic: End-ot-Year Administrative Retreat/Work- 

shop 

TJE ADMINISTRATOR 'S PERSONAL GROWTH PLAN 



In addition to planning activities designed for the total group, it was 
necessary to make arrangements for Individual administrators to pursue a 
PERSONAL GROWTH PLAN: e* ch administrator was required to develop objectives 
for personal growth plans for the 1974-75 school year. This plan Included 
such activities as research; independent study; attendance at conferences 
or workshops; and visitations to neighboring districts. All activities were 
funded by the district. 

STRATEGIES UPLAND ADMINISTRATORS MAI USE TO DEVELOP IN-SERVICE ACTIVITIES NOT 

PROVIDED BY DISTRICT 

A third option exists for all administrators. Any ind^idual administrator 
or team of administrators may submit a PROJECT APPLICATION FOR FUNDS to pursue 
some form of in-service activity not provided by the district on the calendar 
already outlined. Applications" are reviewed by the following criteria, not 
necessarily listed by priority: 

o Relationship tc goals of the district. 

o Relationship to objectives of Upland Management Training Program, 
o Value to the individual. 
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o Ultimate value to the district or spin-off. 
o Total cost of project. 

o Total money available for special projects. 

o Possible ultimate in-service possibility- 3 to others.* 

THE COLLEGIA I TEAM 

An important part of this third component is the organization of collegial 
teams. Our definition of a collegial team is a group of professional 
colleagues committed to provide support in the development and implementation 
of a special project. A COLLEGIAL TEAM provides reciprocal support to each 
of the several people involved. The collegial teams already formulated in 
the district provide a sounding board for ideas; interpersonal support as 
well as logistic support; generates a source of ideas; and maintains honesty 
in the communication aid sharing process. 

ESTABLISHING BANK OF TRAINERS 

Individual and district profiles of activities and/or projects completed 
have allowed the district to develop a BAfJK OF TRAINERS a * P art of the 
district's expectation. When an administrator is provided the opportunity 
to attend a special workshop, seminar, etc., the district seeks two kinds 
of commitments: 

o Upon completion of a training program funded by the district, the 
person will agree to utilize some of the techniques to gain greater 
mastery. 

o The person will agree (if he feels adequately trained) to teach at 
least two trainingsessions within an eighteen-month period at 
NO COST ID THE DISTRICT * f the district has need of such training 
sessions . 

Within our district, we presently have individual administrators prepared 
to conduct a broad spectrum of workshops to fellow administrators, class- 
room teachers, instructional atd volunteer aides and the community-at-large. 

HOW DOES THE ADMINISTRATOR FIND TIME FOR PROFESSIONAL GROWTH? 

How do you find the time? This is probably the first question the reader 
has in mind. First, because the administrators in the district have a 
strong desire to improve themselves professionally, and because they 
acknowledge that the district is providing that opportunity, from time to 
time it is necessary for the administrators, individually or collectively, 
to give additional time. This has bc-n a very minimal request. 

Secondly, to do all the kinds of things that our Professional Development 
Program has set out to do, the Board of Trustees, with the mutual agreement 
of the aiministra tors, has increased the work calendar to include an 
additional six days. These six days have been designed for one purpose: to 
conduct workshops and seminars for the improvement of the administrators, 
not for the "typical" administrative council meetings. 



*See chart, Page 13 



Finally , we have found through proper planning! that professional 
development programs can be planned with some consistency during the 
course of the regular work day. As it has been pointed out, each 
Thursday afternoon from 3:45-4:45, all administrators attend a 
workshop on lesson analysis • These sessions assist the administrators 
in identifying good teaching practices through the use of video tapes* 
The skills practiced on Thursday afternoon can be readily implemented 
the next morning. 

MONITORING AND EVALUATING THE ADMINISTRATIVE PROFESSIONAL ADMINISTRATIVE 

IN-SERVICE PROGRAM 

The administrative professional development program is monitored and 
evaluated in several ways. Perhaps one of the most obvious factors 
of any evaluation is based upon what can be observed in the classrooms 
or building as a result of the administrator's participation in a 
particular workshop* That is to say, we have been able to observe a 
significant improvement, whether it be in time management, lesson 
analysis, or the development of instructional objectives, because of 
an administrator's participation in selected programs. One assumption 
is that when an administrator feels confident, he will implement those 
skills recently acquired. 

Because the Board of Trustees has earmarked funds for these activities, ' 
as part of the monitoring and evaluation system, the superintendent makes 
frequent PROGRESS REPORTS 10 THE BOARD. These reports include: 

o Activities that have been provided to achieve the Upland 

Management Training Program goals, 
o Summative reports on all special projects which were funded, 
o An outline from administrative participants on how the Upland 

Management Training Program assisted tb<*m in their job 

performance. 

The past months have been extremely busy and demanding, but very productive. 
Literally, several hundred hours of workshops and seminars have been 
conducted. All this is being accomplished, and at the same time, fulfilling 
our normal administrative functions. ^ 

SUGGESTIONS TO OTHER DISTRICTS DEVELOPING ADMINISTRATIVE IN-SERVICE 

EDUCATION PROGRAMS 

For districts planning an administrative professional development program, 
several recommendations might be considered. 

o It is recommended that a f fFDS ASSESSMENT be administered at least 
once a year. Priorities and needs do change as administrators move 
through renewal programs. 

o A CALENDAR OF ACTIVITIES should not be planned for more than six to 
seven months. This will provide greater flexibility as priorities 
and needs take on greater or less importance for the administrative 
group. 

15 
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o Develop a specific EVALUATION AND MONITORING SYSTEM for each 
major activity of the Professional Development Progran. 

o Develop a procedure to |£EP ALL STAFF IfFORMED of the purpose, 
scope and objectives of the administrative professional development 
program. 

The Board of Trustees has budgeted funds for all professional renewal 
programs for the current school year. "[}£ UPLA'D SCHOOL DISTRICT 
an average daily attendance of approximately 6,000 students and is 
located in the most westerly portion of the San Bernardino County, 
serving a population of 43,000. 



Another model used for administrator and staff development has been 

launched by the SAN FRANCISCO UNIFIED SCHOOL DISTRICT. 
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MODEL #2 -URBAN SCHOOL DISTRICT 

SAN FRANCISCO UNIFIED SCHOOL DISTRICT 
ADMINISTRATOR AND STAFF IN-SERVICE 
PROGRAM AS RELATED TO ACSA 'S PROJECT LEADERSHIP 
by Fred Kennedy, Associate Superintendent 
Fern Kelly, Supervisor, District Inservlce Education 
Rosemary Fong, Coordinator, Administrator Inservlce, 



GOALS AND OBJECTIVES OF PERSONNEL SERVICES 

1*0 irWOLVBEMT of *H administrators in training programs and 
performance evaluation. 

1.1 Our primary objective prior to the third school month will 
be to identify our own STAFF TRAINING NEEDS. 

1.2 To accomplish 1.1 will require a study of organizational 
and operating problems as well as an appraisal of 
performance and potential of individuals. 

1.3 The total Personnel Services staff will participate by 
Identifying and analyzing situations that need improvement 

o Staff will determine the changes required, and decide what 
action will best accomplish those changes. 

o A clear statement of what training is expected to accomplish 
will be prepared in writing and in advance. 

2.0 Our major objective will be the inclusion of all administrative 
staff in RECOGNIZING NEEDS, assuming the responsibility for 
developing and participating in programs to Improve their skills, 
abilities and attitudes. 

RATIONALE 

The clash of cultures and systems experienced day after day by teachers, 
students and administrators within large city school systems is both 
frightening and exhausting. Staff "BEHIND mE URBAN DOOR 11 attempting 
to cope with a multiplicity of complex pressures and unfamiliar 
relationships, e.g.: 

1- The CONFLICT OF CULTUML VALUES held by the current diverse 
school populations found In urban situations, each at varied 
stages of acculturation to the American norm. 

2. The constant challenge to all forms of AUTHORITY as exemplified 
in teacher/student demands for Involvement in decis ior -making . 

3. The public demand for ACCOUNTABILITY with the consequent push 
toward evaluation at all levels in situations where culture/ 
language problems create great learning difficulties* 
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4. The thrust toward ''OPEN" EDUCATION and individualization in 
the schools and for management training for both teachers and 
administrators. 

5. The demand for "RELEVANT EDUCATION which can mean crosscultural, 
career-oriented, community-based depending on who is demanding. 

6. DIFFERENTIATED STAFING and the consequent interpersonal strains. 

This very incomplete list is meant only to underscore the immensity of 
the need for ADJUSTMENT FACED BY PUBLIC SCHOOLS. Since in-service 
provides a means for change, planners are faced with such questions as 
how to begin and with what group. It has become increasingly apparent 
in $AN FRANCISCO that in-service must be flexible enough to provide 
specialized kinds of input to groups exercising special functions but 
also allow for groups formed of persons fulfilling varied functions to 
work together. 

Thus, the current effort to provide input components in management 
training has tried to respond to both areas of need. Selected elementary 
principals, beginning in 1971, have participated in ACSA conferences and 
workshops and have also planned components especially designed for meeting 
SAN FRANCISG) NEEDS. In tne current semester, cabinet level administrators 
are being involved.' And, in order to get at the elements of educational 
planning a ssries of three administrative workshops funded by ESAA were 
operant during last spring and summer. Five of our secondary administrators 
are involved in the URBAN DOOR PROGRAM. All schools are involved in the 
EDUCATION FOR THE PEOPLE program which focuses on planning shared by school 
and community. 

PRIORITIES 



Priorities ::or program have been established districtwide on a piecemeal 
basis rather than as the result of a formal needs assessment. This 
approach, however, has not been negative since the three programs noted 
in the abo\e paragraph grew out of the expressed needs of participants. 
Beginning ?.n 1971 nineteen elementary principals began working develop- 
mentally wLth ACSA and this has since expanded to include additional 
participants at both elementary and secondary lajf^.^^J^ 3 ^ 0 ^^ 
tors at secondary level participating in ACSA'S "ADMINISTRATORS BEHIND THE 

URBAN DOOR" PROGRAM. 

IMPLEMENTATION 

Any implementational plan depends upon the availability of coordinating 
time and it has not as yet become a general policy within the District 
to assign personnel to this task. 

The chart on the following page depicts all San Francisco Unified School 
District //CSA Project Leadership components. The delineated program, 
called SAl-fJP (School Administrators Skills Expansion Program) can be 
extended, in time, to cover all administrative personnel provided sufficient 
staff time 1s available for implementation. 
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San Fr*TiM«eo Plan 
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Program 
1-3 veero 



Phase I 
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ACSA 
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Phase t 

Secondary 
School 
Prlndpele 
A-l 
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Phaaa XX 
Has. School 
Principal* 
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Phaaa II 
Secondary 

School 
Prlaclpala 
B 



Tha School Adalnlstratore Skills Eapeneioa Progrea (SASEP) 
la deelgned to provide an individualised progrea for acquisition 
of educational aanigsmant akilla to work la a changing aad cou- 
ple* urban echool enciety. Tha prograa praalae la that tha 
echool edalaletrator le e chaage ageat la tha laatltutloa la 
which he works. Tha lndlviduellsetloc of instruction vlthla 
thle prograa will help the adalalatrator dlacover aad inveetl- 
gata aau reeourcee, to practice eelf-ectuellsing activitiee, aad 
to laarn to uee tha aveluatlva proceaa ea a tool for p lancing 
altematlvee. 

The opea-eadedneee of the SASCP project recognizee that 
adalalatitatloa la a coatlauoua proceee. The partlclpatae are 
encouraged to translate their learning to their work elta, aeek 
continual follow-up eealetance, and share snperleaceo aad 
theoriae with colleeguae. 



Snort-Term 
Prograae 

On-Colng 



T 





Iueervlce 
Workshops 


/ 




Principals 

C-l 




Ceatrel 

Office 

C-2 




Aeeletaat 
Principals 

C-3 



Prepered by 
Roeaaary Pong 



' Long-Torn Prograae (1-3 yooro) A prograa dealgaad la 
cooperation with the partlclpaata aad an outside egency 
(such aa ACSA Project Laadarshlp) to work with eaaU 
groups of adalnlatretors on aa la-depth plea of draining, 

Short-Term Pronroae (Workshops - Inoorvl co Courooo) The 
ehort-term progveme ere developed according to the aeada 
astebllehed by the district edmlaietretore. The human 
reeourcee for thle program will be from within the 
echool dletrlct (euch as Long-Term Program partlclpaate) 
aad out-of-dlatrlct co n s ult a n ts. 

Credit le due to Dr« Frederick JL nnwJy, Aeeletaat 
Superintendent, pareoanel Services » Sea Praaclaco 
Unified School D let r let, who la providing the leadership 
fnr thle program, aad hie eble aoelstaate, Or* Fera Sal J? 
end Edward Schulaaa for their contributiooe to the project 



Monitor lug of tbt affactlvaaaas of tha prograai ha* baan contlnuoua sine* regular ajgatlaga are) 
achadulad with coordinators for tbt purpoM of exploring naada both fulfilled and amargemt* A 
gimp la avaluatlxi form (balow) Is mod afttr aach mWkghop* 



aaHPttt COPT 

llkkS 411 11 



Title of workshop; 1 - 

What did you learn at tale workshop that you f eel will ha helpful to you? 

Pleaee rata tale workshop oa e scale of 1 to 5 ea to how well this training will help echool eamlaletratore expand their 
leadereaip skills. k , 

Circle oast 1 aot at ell helpful 

2 Slightly helpful 

3 helpful 

A Vary helpful 

S exceptionally helpful 

ftnmrf'mtt**"™" 
■ icminoATioMS i 

fl wotSaaops aaould be more individual Uad to aaat local dletrlct needs. 

2. Local participants aaad to be involved la the eelectlea af workshops to be preeeated. 

3, moat workahope aaould be geared for skilla that caa be need by both elementary aad eecoaeery edalalatratorsi 
4 # r±i**4** 9 nbould be interfaced with local dletrlct sc hedules . 

5. lAteraehiae of the kind now being under takea by I msaary Pong should be o acoureaod . „ _ 

I. of princi^coUegVprofeaaor for periods * a week aaould be aetabliaaed aa a eeaae af exploring 

function, * ; 
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RANKED PRIORITIES BASED ON OVERALL AVERAGES 

Approximately one hundred San Francisco Unified School District 
administrators reacted to the ACSA Project Leadership Needs Assessment 
Instrument* Results of the survey were used to direct planning for 
the Administrative Staff Development Program. The rating scale was 
set with Number 1 identified as a low priority continuing through 
Number 5 listed as high priority need. Results are published below: 



Total No. Raaponnaa: 



RANKED PRIORITIES BASED OH OVER-ALL AVERAGE9 

• Tachnlquaa clstsreoft taachara eu utJUaa to gat nor* laming la 
tha school day 

o Tachnlquaa to iaprova lntarparaonal cosaaunlcatlon and bullting trust 

o Tachxlquaa to aatabliah Adalnlatratlva prlorlt«aa 

o Tachnlquaa of working with cltlwct advlaory ct»lttiu 

o Altaraativn tachnlquaa for goal lotting 

o Tachnlquaa for aatabllahlng objactlvaa 

o Tachnlquaa of program planning and dtvclopoont 

o Tachnlquaa for dlagnoala and problaa solving to allow tho principal 

to aaalat tha claaarooa taachor 
o Tachnlquaa of dav a loping a achool plan 
o Tachnlquaa to improva at ad ant dlaclpllao 
o Problao aolvlng tachnlquaa 
o Working with ataf f advisory coaalttaaa 
o Tachnlquaa to dlagnoao tsachar-pupll lntaractlon 
o Tachnlquaa for working with minority atudanta and/or paranta 



OVER- 
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SENIOR 


0I8T1ICT 


ALL 


ELEM. 


HIGH 


HIGH 


omci 


(97) 


(38) 


fl5> 


(10) 


(14) 


4.03* 


4. Id* 


3.e?* 


4.10 


3.62 


3.98* 


3*93 


3,73 


4.50* 


4.00* 


3.91* 


4.02* 


3.60 


4.30* 


3.33 


3.87* 


3.89 


3.53 


3.69 


4.14* 


3.87* 


3*98* 


3.73 


3.50 


4.00* 


3.86 


3 


4.87* 


4.10 


3.50 


3.86 


4.02* 


3.60 


3.20 


4.00* 


3.78 


4.02* 


3.29 


3.67 




3.77 


3. 90 


3.8'* 


3.10 




3.72 


3.63 


4.20* 


4.40* 




3.70 


3*57 


3.43 


4.01 




3.68 


3.58 


3.60 


3.80 




3.6b 




3.73 


4.63* 




3.65 




3.93* 


4.40* 





♦Starred items were ranked on a scale from 1 through ✓ . A rating ox 
5 is high while 1 represents a low priority. The dati above shows 
the 5 highest priorities ranked by each administrate, r job-alike group. 

(Note: Items taken from Self-Assessment Inventory) 

One item, "Techniques classroom teachers can utilize to get mo re learning 
in the school day ." was ranked of highest concern by the following: 

1.0 Over-all administrator category 
2.0 Elementary administrators 
3.0 Junior high administrators 

and rated high by the senior high school administrator group. 

Suggested training programs: a) Classroom Observation and Conferencing 
with Teachers; b) Enabling Behaviors; and, c) RELATE. 

Based upon the results of the assessment of administrator and staff 
needs, the San Francisco Unified School District established the 
following SPECIFIC ACSA WORKSHOPS: (scheduled during the 1974-75 
school year) 

. Tine Management: 

• From Goals to Action. 

• Communication Skills 

. ACSA Project Leadership Conference at Marymount College 

• Interpersonal Communications (10 weeks, 3:00-6:00 p.m.) 

• Classroom Observations and Conferences with Teachers (2 days) 
. Managerial Principles and Techniques (3 hours) 

• "Administrators Behind tha Urban ^^gj 

' ?'■ 
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MQDEL — WHAT DO WE DO WEN WE HAVF NOTHING ELSE TO DO?? 



THE ALHAMBRA CITY AND HIGH SCHOOL DISTRICT'S 
THREE-YEAR PROGRAM OF STAFF DEVELOPMENT 
by Knute Clark, Administrative Assistant 

and 

Wayne Henderson, Administrative Assistant to the 
State Chief Deputy Superintendent 



NOTE: The ALHAMBRA CITY AND HIGH SCHOOL DISTRICT'S Board and Administration 
committed themselves to a three-year program of staff development in the 
summer of 1972. The ACSA PROJECT LEADERSHIP was chosen as the catalyst 
and interesting results have occurred since they "had nothing else to do. 

POINT OF VIEW 

The Alhambra City and High School Districts applied to their STAFF 

DEVELOPMENT PRINCIPLES OF LEADERSHIP as follows: 

1. Leadership must be for the benefit of the organization . The 
purpose must be to lead and guide the staff of the organization 
to make a commitment to achieve the organizational objectives. 
"Humaness expertise" must be utilized to the fullest. 

2. Meaningful involvement of people is an essential to leadership . 
Success relates to the way in which people and ideas are brought 
together in the process. People only change themselves — the 
process of involvement sets the stage. Define the task, 
establish the roles, indicate the authority allowed and the 
accountability expected. 

3. Establishment of a climate for change is essential . An open 
climate is highly conducive to creativeness, and the develop- 
ment of new styles, techniques and methods. The leader sets 
the tone. 

4. Leadership is a relationship, a process . When the relationship 
and process of people and ideas are clear, confidence is 
established and the purpose and sense of direction is internalized 
by those involved. Internalization leads to commitment and the 
prbcess of change h^s taken a giant stride. 

5. Commitment and Enthusiasm are essential in staff development . 
Without the commitment of the leaders, little happens t Unleash 
the brakes! 

The emphasis of the ALHAMBRA strategy is upon the TRAINING OF TRAINERS. 
The trainer (member of district team) has responsibilities as follow: 

1. Assist colleagues in the establishment of priorities for staff 
development programs 

2. Train other administrators to be tz aiders in skills rated as 
a high priority 

3. Participate in ACSA Project Leadership to become qualified as 
a trainer in new educatlonaWtnagement skills 
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RESULTS OF 1972-1973 EVALUATION OF DISTRICT LEADERSHIP PROGRAM 



Results were compiled from data collected from a two-section evaluation 
instrument. Section A analyzed educational management skills introduced 
to ALHAMBRA school administrators as follows: 
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P - Parents 
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Ps * Personal 



Section B identified reactions to the leadership program and CHANGE OF 
ATTITUDES toward leadership. Resulte were the following: 



Please rate on a five-point scale (five is highest), 
the degree to which: 

1. The overall leader ship development progrcmi has 
been successful* 

2. The program has personally helped ycu improve 
your leadership ekills* 

3. You have used the skills and technique 8 
presented in your own situation. 

4. This program has had an irrtpact on the over- 
all district operation* 

5. You perceive other leadership personnel 
accepting this program. 

S. You believe other leadership personnel core 
implementing the techniques and skills that 
were introduced. 

7. The concept of Participative Management has 
been implemmted in the district. 

8. The leadership personnel of the district 
have accepted the concept of Participative 
Management. 

9. The Project Leader ship Team of Bearchell, 
CHamell a. d Clark has been successful in 
the diB°*enrination of techniques* akilla 
and information to the staff. 

10. Your attitudes towards leadership have 
been changed as a result of this program* 



Please indicate 
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WHAT HAS RESULTED IN ALHAMBRA AS A SPINOFF OF PROJECT LEADERSHIP? (1973-74) 

1. Project team assisted in planning and presentation of Management 
Institute for 1973 Sumner Staff Program. 

2. Project team assisted in planning and conducting over 70 hours of staff 
development inservice activities for Alhambra administrators. 

3. Project team has developed special projects in individual schools. 

4. Project team has disseminated numerous articles and information to all 
administrators in the district. 

5. Assessment, planning and evaluation techniques have been developed. 
Helped to plan two-day Christmas evaluation workshop. 

6. Emphasis on research through SMERC and ERIC as part of planning. 

7. Project team has been instrumental in planning 1974 Summer Staff 
Development Program 

8. All administrators were trained in technique of preparing an "Action Plan." 

1974-1975 ALHAMBRA ADMINISTRATORS STAFF DEVELOPMENT 

1.0 Needs Assessment and Program Suggestions - Summer 1974 
(Results and Priorities) 

o School Climate * Discipline, climate development, changing school 
community, 3.3 inservice,* school-community advisory councils. 

o Evaluation - Assessment techniques, goal setting, Stull Act » 
techniques, reciprocal process. 

o Management Skills - Skills and techniques development, La Canada 
Management Institute 

o Curriculum Development - Reading, ECE, ESOL, career education, girls 
athletics, Federal projects, 7-8 th grade curriculum 

o Other priorities included : Special workshops, visitation activities, 
unification, special speakers 

2.0 Assessment - September 1974 

o Self-assessment instrument conducted 

o Cabinet priorities considered 

o Superintendent's goals reviewed 

o 1973-74 program revised 
3.0 Planning - October and November 1974 

o Priorities established 

o 1974-75 format developed 

o Cabinet confirms tentative plan for operational planning and 
implementation 



*Refers to State Education Code seption requiring staff inservice in 
school districts with 25Z minor itfc«tudent population 
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4*0 Implementation 

o Workshops and seminars to be conducted December through April. 

o The program is being developed by the Administrator Inservice 
Committee 

5.0 September - May, 1974-75 

o District priorities : 

• School Community Advisory Committees 

. Developing of effective programs in reading and math 

. USC Communications Skills program 

. Drug abuse education and value clarification training program 

. Project Leadership 

• Continue: Equal Opportunity 
. Project "Outreach" 

• 3.3 inservice activities 

o Superintendent's Goals : 

. Develop a climate to enable students to progress and feel a sense 
of accomplishment 

• Develop curriculum to meet needs of thu changing community with 
emphasis on reading and mathematics. 

. Involve parents and community in the educational goals and 
objectives of the district, and in the career education program. 

o Survey Priorities : 

» 3.3 inservice 

. New programs (ESOL, ECE and RISE) 

- Classroom Observation and Supervisiou workshop 

• Organize small-scale school district 
. Staff evaluation and growth process 

. Ability to plan for future team/ trust building values clarification 
. Shared decision making - conflict resolution - administrative 
leadership styles 

TENTATIVE 1974-75 INSERVICE PROGRAM 

1.0 December and January 

o Mini-Conference (three hours) 

. 3.3 inservice requirements 

. ESOL (English for Speakers of Other Languages) 
. ECE/RISE (Early Childhood Education /Reform of Intermediate and 

Secondary Schools) 

o Mini-Conference (three hours) 

. Evaluation 
. Reading 
. Math 

o 

ERJC 




2.0 January and February 
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BEST COPY AVAILABLF 



o Schedule the ACSA "Teacher Observation and Supervision" Workshop 
for all administrators (twelve hours) 

3.0 April 

o Conduct a community conference on "Changing Environment" (six hours) 

. A.M. - Community Awareness 

Community and School Participation 

. A.M. and P.M. - What's Happening Session: 

1. Adult programs 

2. 3.3 inservice 

3. Reading 

4. ECE 

5 . ESOL 

6. Math 

7 . RISE 

. P.M. - Individual school community advisory council planning 
sessions "Involvement" 



COMPOSITE REPORT SEPTEMBER 1974 SELF-ASSESSMENT 
Secondary and district office administrators responded to the ACSA SELF- 

ASSESSMENT IfJSTRUMENT « follows: k 
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SUMMARY. ALHAMBRA CITY SCHOOLS LEADERSHIP DEVELOPMENT FOLLOW-UP IDEAS FOR 19?4-19?5 

Based upon three years experience in devolving and implementing administrative 
staff development, members of the LEADERSHIP TEAM suggested follow-up ideas for 
1974-1975 as fol lows: 

1. Develop a personal improvement plan (PIP!) — a self-renewal model 
of readings, etc. 

2. Develop and implement a school staff awareness and improvement plan. 

. (Utilize PROJECT LEADERSHIP or othe» packages!). Management skills and 
techniques. 

3. Request Adult Education minicourses in IPC, Problem Solving, Management 
Skills (Delphi, Forced Fie!d, Time Management, Decision-Making, etc.), 
Reading, Teacher Techniques, or other needs. 

Organize a small professional library at each school — develop Faculty 
seminars to discuss readings. 

5. Conduct faculty leadership style self-evaluat ions : (L0Q, MACH V, other 
self-assessment instruments). Use of video-tape to analyze teacher 
techniques. 

6. Invite Madelyn Hunter to conduct a workshop on teacher effectiveness. 

7. Reproduce theory papers and presentations for faculty reading. 

8. Develop school goals through full faculty and administration participation. 

9. Review and analyze district goals and priorities at the school level. 

10. Develop "Goal Seeking" objectives with staff. 

11. Study emphasis of reading, writing, listening and speaking skills re- 
lated to everyday needs. 

12. Consider school measurement using the Likert Attitude Scale or School 
Climate Assessment Technique. 

13* Establish committees at school for action: 

A. Goal Setting 

B. Reading 

C. Career Education 

D. Evaluation 

E. Communications 

F. Staff Development/ In service 

G. Community Participation 

H. Principal's Advisory Council 

14. Develop Indistrict teacher share and tell sessions. 

15. Involve Jim Olivero, Pat Cabrera and Jo Stanchfield for follow-up 
activities. 

16. Implement School Improvement Plans. 

17. Consider Curriculum Reform Activities. 

29 
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MODEL B - A COOPERATING SCHOOL DISTRICTS INSERVICE HAPPENING 



"THE VOVE-IN" 
by Keith William Lawaon 
Assistant Superintendent , 

Educational Services 
Westminster School District 



THE WOVE CONFERENCE 

An inservice retreat that includes three school districts with similar 
management goals has some strong benefits. Such a retreat was the WOVE 
Conference. The districts of Westminster, Ocean View and Escondido 
joined together early In 1973 to plan and Implement a three-district 
administrative inservice conference retreat. The description that follows 
will relate the stages of need identification, planning, organization, 
implementation and evaluation. The benefits of such an activity as a 
three-district retreat will be considered. There were both the expected 
benefits of an Inservice conference and some unique benefits that emerged 
a year and a half later. 

NEED FOR COMPREHENSIVE AND EFFECTIVE INSERVICE PROGRAM 

In the Utter part of 1972, some ACSA PROJECT LEADERSHIP DISTRICTS were 
discussing the idea of having a three-district administrators retreat. 
It was felt that if the administrators from three districts with similar 
needs and goals could spend a few days together In workshops, they could 
all gain from the experience. Some of the benefits of the ideas were 
Immediately apparent. Sharing the costs of some top consultants and 
exposing administrators to the leadership of other leading school districts 
were two expected advantages of a shared retreat. 

All administrative participants who were going to attend the WOVE conference 
contributed to its topics by means of the Delphi Technique. The various 
items obtained from the Delphi sessions were placed into five major groups 
and numberous sub groups* A sunmary of these topics include: 

1.0 Critical issues to the operation of participative management systems 

2.0 Critical issues relating to the involvement of advisory groups 

3.0 Communication in a Participative Management System 

4.0 Staff development md professional growth necessary for succc 

5.0 Ingredients for continual assessment of the participative management 



} > ao 
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ESTABLISHING CRITERIA FOB A SUCCESSFUL INSERVICE CONFERENCE 

The question often comes to mind of how to provide an effective inservice 
conference. This concern is magnified when three districts' needs and 
goals are to be considered and hopefully met. 

Numerous meetings were held among the three districts involved to 
determine criteria for a successful inservice conference. Some criterion 
statements that were determined desirable for the inservice conference 
were: 

1. Allow every participant to formulate and express his needs and 
desires for the conference. 

2. Hold costs to a conservative amount. 

3. Allow for wide participation by all participants. 

4. Hold at a time that administrative pressures would be at a minimum. 

5. Obtain the top consultants In educational administration for presenta- 
tions. 

6. Allow time for informal sharing among the three districts. 

7. Hold at a place convenient to t»eet the goals of the conference. 
Consider: cost, location, facilities and service. 

From these conference requirements and the needs developed from wide 
involvement, a mission statement for the administrative inservice was 
mutually developed. 

EVALUATION 

The evaluation model was organized and carried out by Dr. Edward W. Beaubier 
Project Leadership and Educational Management Institute Executive. It 
consisted of gathering pre-conference and post-conference data. The «iata 
was typed on 367 cards (yellow cards for pre-test, pink cards for post-teat) 
grouped, and analysed. Conference success would be indicated with a high 
correlaf ion between the pre-test and post-test. Low correlation would 
Indicate the conference failed to meet participant's expected outcomes. 

At the conference's opening session, the 110 participants were asked ^the 
question, "List three things you want to get out of this conference. At 
the closing session, participants were asked the question, "List three 
things you got out of this conference." The responses to these questions 
generally fell Into seven topic areas. 

The results of analyzing the cards indicated a high degree of correlation 
between what was desired and what was obtained. As an example, the most 
often mentioned desire was to share ideas with and obtain Ideas from other 
administrators in districts with a similar thrust. Thirty-seven percent 
of the pre-test cards Indicated that this "sharing of ideas" was desired. 



Fifty-one percent of the post-test cards Indicated that sharing of 
ideas was an outcome from the conference* This Indicates that a high 
positive correlation was obtained in this ar«sa. Following is a table 
showing complete results of all areas. 



Pre-Conference 
v Desire 


Post-Conference 
Desire 


Item 


3/1 


512 


ondre ioeas ana Droinsuorm 
techniques with others 


15% 


H2 


Perfect the participative 
manaqement system 


132 


62 


Improve personal leadership 
skills 


102 


22 


Obtain data on involvement 
strategy 


82 


22 


Obtain data on advisory qroups 


52 


62 


Obtain data on time manaaement 


42 


6% 


Obtain data on techniques of 
communication 


82 


16% 


Miscellaneous Comments 



Other pertinent data to the evaluation of the WOVE conference includes sane 
selected comments from the participants to the question, "What benefits did 
you get from attending this conference?" To this question some typical 
responses Wvjre: 

"Selected information on participative management and time management wae 
valuable" 

"Various approaches to participative management great value" 

"Advisory council having purpose, rationale and goal clearly defined" 

"Method and techniques of communication" 

"Increased collection of useable materials and resources" 

"Good perspective was gained by interaction between three districts" 

"Conferences brought together rich human resources — would not have 
been possible with only one district" 

"Acquired new administrative skills through interchange of ideas" 

"Exchanged professional camaraderie between three districts who have 
same basic goals for management" 

"Social setting brought friendships to other district personnel" 



38 
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Next time* . . 



The cooperating district administrative inservice experience was very 
successful and beneficial. Getting to know administrators in other 
districts by working with them to plan and implement a conference was 
a valuable experience. The benefits have been remembered over a year 
later. As new problems arise and new programs begin, it is helpful to 
have friends in neighboring districts that can be contacted for sharing. 
Learning about the other district's programs can provide opportunities 
for visits by teachers which can result in a broadening outlook by all 
concerned. 

The conference cost per participant was under $70 for room, meals, travel 
and consultants. Although this cost was reasonable, it has limited follow- 
up administrative retreats that involve travel. But, at the time and for 
the purpose, the inservice funds expended for the WOVE conference were 
well spent and reaped great value for the participants — values that were 
not entirely expected in the early stages of the conference planning. 

For additional information regarding this cooperative type of administrative 
inservice, contact Dr. William Lawson, Assistant Superintendent, Educational 
Services, Westminster School District, 14121 Cedarwood Ave., Westminster, 
California 92683. 



33. 
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MQDEL #6 - STAF DEVELDPffNT IN A I£(MRALIZED DISTRICT 

THE OCEAN VIEW SCHOOL DISTRICT STAFF 
DEVELOPMENT PLAN 
by James Carvell, Superintendent 
and 

Barbara Dolph, Director, Staff 
Development 



The Ocean View School District is committed to Excellence in Education. 
To accomplish this goal a decentralized concept of organization exists. 
An essential ingredient of a decentralized system is that educators take 
a serious look at their programs to determine whether they are as 
effective as they might be. 

Let's suppose Management is defined as involvement - participatory 
effecting teachers, students, and community. Administration - a control 
for mana gement using whatever System is developed. Por the purposes of 
designing a staff development program a management system was developed 
and administered which becomes the process for the development of people. 



COHCEFTZ FOB DECENTRALIZATION 

Dacaatrallsatloa, aupportad by nationally 
racognixad charactarlatlca of auccaaaful 
laaarvica progr->*« tad mm thaorlaa about 
huau behavior xi& hutun tt**ds< form tha 
atructura for tha ratloaala of tha aaatar 
plan. Kay coocapta for dacaatrallsatlon 
lacluda : 

• aharad daclaloa aaklng 

• paople taad to btcoata what wa 
axpact 

• authority* raaponalblllty, 
accountability 

• tacouragaa craativlty 

• anthualaaai for dlvaralty 

• raapact for individual 
coapataaclaa 



CHARACTERISTICS: STAFF DEVSLOPNBHT 

Character la tic a of auccaaaful ataff 
davalopaaat prograaa aa ravaalad by a 
aurvay of raaaarcb ahov that thay auat t 

• aaat gacuina naada 

• ba plaooad cooparatlvaly 

. ba adalaiatarad cooparatlvaly 

• provlda continue, and loog- 
tara practical halp 

• provlda for group procaaa aad 
ba an integral part of tha 
largar aducatloaal procaaa 

• a*rlt dlatrlct aupoort 
. allow for craativlty 



A, staff development program which meets the needs of the individuals, 
as well as the needs of the organization, is a program which reflects 
the philosophy and organization of the total district conwitaent to 
its youth* The focus is finding ways to reduce the learning problems 
of students, rather than "improve" the teacher. The improvement of the 
professional competency of teachers ultimately is measured by the 
knowledge, skills and attitudes the students acquire. 



9 
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PR1QR1T1ES ESTABLISHED 



from this rationale! Ocean View established ttie Goals, Objectives and Procedures 
using the adopted Program Development Model* 



Rationale • 



NEEDS ASSESSMENT 



GOALS AND 
OBJECTIVES 



ALTERNATE MEANS 



FEASIBILITY STUDY 
Or MEANS 



ILLUSTRATION OF 
BEST MEANS 



METHODOLOGY 



rORMATIVr 
EVAl UATOM 




SUI1MAT1VE 
EVALUATION 






< 



NO 




REASSESS 
RECYCLE 




YES 



DIMENSIONS OF MASTER PLAN 



GOALS: 



To develop a system which provides for school organization, implementation, 
and evaluation of the continuous progress of individual students in the 
areas of reading and mathematics. 

To develop a plan which provides for the coordination of identified staff 
development and inservice needs of the Ocean View School District 
certificated staff. 

To provide a system for the communication of district resources and 
materials to individual school personnel. 



OBJECTIVES : 



During the 1974-1975 school year the Director of Staff Development will 
administer and coordinate the professional development program for the 
Ocean View School District personnel as determined by district assessments, 
goals and objectives and evaluation design. 

PROCEDURES : 



The system for developing the Staff Development Program will be as follows: 



1.0 Need Assessment Plan 



. Identify a planning committee comprised of administrators and 
teachers 

. Develop an instrument or system to Indicate teacher Inservice needs 
. Develop an Implementation plan to utilize Information from the 
teacher survey 



2.0 Definition of Objectives 



. Map strategy for the inservice program 

. Identify district and teacher priorities 

. Propose program calendar to bjttjo inservice strategy 



-33- 



3.0 Analyze Data 

. Tabulate Information from teacher survey 
. Set priorities for establishing objectives 

i.O Develop Program 

. Develop educational plan based on objectives 

. Plan strategy for dissemination and involvement of necessary personnel 
. Determine scope and sequence of staff development program 
. Develop system for communicating staff development program 
. Gain approval of Educational Services Review Committee 

5.0 Dissemination of Information 

. Disseminate calendar to staff 

. Provide staff development flyers which communicate program objectives 
and activity 

• 

6.0 Evaluation and Recycling 

. Receive staff feedback from inservice sessions 

• Prepare general end-of-t he-year evaluation forms 

• Measure Insdrvice program against inservice objectives 

• Utilize information to develop new priorities 

DESCRIPTION OF PROGRAM 

A comprehensive staff development program offers inservice opportunities from 
a variety of sources* The inservice offered to district personnel is 
attended on a volunteer basis* The Ocean View School District staff develop- 
ment program is divided into eight phases which include: 

Tha laplsasntstlon of • anstsr plan for workshop* basad on ths waits of tsachar, principal aad district survnys. 
Each lasarvlca will bs dsvalopad using tha following format: 

Thaorv Application Orisnlsstlon Evaluation 

.nationals .tfev Isylaaantsd .Organisation of astarlals .Monitor 

.low ralatad to child .Curriculiai dsvalopad .Organisstion of total school .Escord kaaplag 

growth ft davalopaant JLctivltiss .Organisation of laarnars .Evaluating 

.How ralatad to laamlng (achadulss-grouping) 

thaory 

Workshops which proviso koowladgs of off sctlvs cUssrooa laplsaantatlon of district adoptad progrsas. 

XII 

Progrsas which org coord ins tod through adult aducatlon and local univsrsitins. In which taachars say racalvs 
collsgs cradlt. or district profaaoloaal growth units. 

Phssa IV 

Progrsas davalopad la which tha aaad for inssrrlcs hss baaa idaatlf lad fro* axtamnl sourcas. As aa asaapls: 

. Taxthook aB 531 adoptions . Approvsl Tltls I» II. III. IV, MDIA, EC* pro j acts 

. Ststa aaadatad progrsaa • Mantally Clf tad Minor Propossls 

Drug Abuas * Maw laglslatloa 

Physical Education 

mwy 

Progrsaa which or lan t staff to tha currant sad on-going aanrlcas randarad by Educational Sarvlcsa. such aa 

Instructional Madia Cantor. Library. Syataas Analyst, and Curriculum Ub. 

Phssa VI 

Dlssoalnatlon of prograaa offsrsd froa othar avsllabls sourcas - prlvsta and profassional groups, coufaraaeaa. 
caavsatlons, 

Phasa VI I 

Prograaa which individual schools idantlfy and raquast district aid and coordination. 
Phasa VIH - - J 

Provida district dlrsctlon. support and s id in d«v* loping lndiv^sg school aducatioa plan. 
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PROGRAM IMPLEMENTATION 



Individualized Instruction Teams "I IT" (composed of principal, psychologist, 
speech consultant and teacher team leaders) participated In a series of 
staff development workshops. The teams were released for a total of five 
days. Three were consecutive and held In October. Two were held In May for 
evaluation and needs assessment* 



STAFF ULVClUPMlIlT bURVLY 
CRITERIA - GOOD IN-SERVICE PROGRAM 



The following criteria are recognized by nationally known educators to be characteristic 
of a good in-service program for eletiientary school teachers. To what extent do you fee] 
our in-service program compares, considering new teacher seminars* I.l.T. concept, mini 
conferences, general in-service program? 



PLEASE CHECK ORE: 



+■> 0> 

C £ 

«/> CD »r- B 

>> =3 O U 

m O QJ *o QJ 

* <u e»- > 

»- I- O CJ OJ 

<r u. i/) n 



3 4-> O U 
#0 0"CJ*U g 
2 UEr > 
r- U O OJ fi) 



1. Provision for evaluation. 

.1. Personalized factor - in- 
dividual differences - 
new teacher vs. experi- 
enced teacher. 

3. Not an adaptation of an 
outside product, but the 
creation of a signifi- 
cantly improved develop- 
ment with in a system and 
within a cTast/room / 

4. Provision for changing 
nodes of operation . 

5. Provision for incentives 
or rewards. 

6. Good models of the beha- 
vior provided. 

7. Cooperative planning by 
those to be affected. 

8. Specific, pertinent ob- 
jectives and clear, con- 
cise goals. 

9. Consideration of prob- 
lems, interests, needs 
and concerns of group. 



Provision for choices of 
selection. 



10. 
11. 

12. Continuous program. 



Combination of theory 
and practice. 



13. Compatible with the 
school framework. 

14. Has a curriculum. 

15. Provides pertinent 
materials and resources. 

16. Attendance on volunteer 
basis. 

17. Released time. 

18. Motivational. 

19. Results in adaption of 
application to class- 
room. 



Assesses shortcoming in 
existing program. 

Provides for good 
leadership. 

Involvement of parti- 
cipants. 

Considers group dynamics 
implications. 
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SAHPiE J peg* f*» Stiff Development 1074-75 Educational Plan 



District Goal §Zi 



Department Goal: 



OCEAN VIEW SCHOOL DISTRICT 
Educational Man 

To develop and instill an educational system that will 
provldt for Individual differences In children. 

To develop a plan which provldo for tht coordination of 
Identified itaff development and in-service needs of tht 
Ocean view School 0l$tr1ct certificated staff. 



OBJECTIVE STATEMENT 



MAJOR ACTIVITY 



PERSONNEL 
RESPONSIBLE 



FORMATIVE 
EVALUATION 



SUMUATIVE DATE 
EVALUATION COMPLETES 



65% or the participant! 
will mark In tht two 
highest cotegorlos of a 
five-point scale that 
each session had practi- 
cal value for than In 
the classroom: 

. that they received 

benefit from the 

session* 
, the Instructor was 

well Informed and 

prepared. 

• the workshop Infor- 
mation received* 
pretty clearly des- 
cribed what the 
workshop really was 
about. 

• the workshop organl- 
tatlon was appro- 
priate for the kinds 
of Information 
presented. 

• the workshop was 
worth their time. 

• workshop presented 
the method of Imple- 
mentation* 



1.0 Each teacher during 
the 1974-7$ school 
year *111 be pro- 
vided with an oppor- 
tunity to pertlcl- 
pate in a minimum of 
25 workshops , In the 
area of their special 
interest. 



1.1 Develop, distribute, coffpne Director of 
and analyze a staff develop- Staff Develop- 
ment student assessment sur- rent 

vey» (See Appends J 

1.2 Staff Input will be collected 01 rector of 
end compiled. Staff Devel. 



1.3 Identify priority areas* 



1.4 Design and conwunlcate work- 
shop offering to certifi- 
cated staff. 



Systems Anal. 

01 rector of 
Staff De- 
velopment 



At the end 
of the 1974- 
75 school year 
a written eva- 
luation will 
be submitted 
to the Asst. 
Supt. Educa- 
tional Ser- 
vices com- 
prising the 
collective 
data from 
certificated 
evaluations* 



IN-SERVICE WORKSHOPS OFFERED DURING THE 1074-7S SCHOOL YEAR 



WORKSHOP NAME 
AND DESCRIPTION 



ASSESSMENTS 
CONDUCTED 



OUTCOME OBJECTIVES 



MAJOR 
ACTIVITIES 



WHO'S 
INVOLVED 



WHO'S 
AFFECTED 



TYPE OP EVALUATION 
COMUHI* DESIGN ESTIKA 
CATION FORM. SUM. COST A 



ORAL LANGUAGE 
O E VEIG&E H T 8 

A brief discussion 
of the theoretical 
aspects of receptive 
and expressive oral 
language Including 
suggestions for In- 
formal assAsment. 
Emphasis on sequen- 
tial sulll develop- 
ment and activities 
which miy be easily 
Included In the 
learning/ Instruc- 
tional environment. 
(M-2-3) 



Teacher 

District 



Each teacher will 
receive oral 1eng« 
uage contl muft 
ikllls ono bo In- 
structed 1 1 the 
theory , application, 
organization end 
evaluation of its 
use. 



Rationale 
and over- 
view of 

5rog ram 
1 strict 
continuum 
Describe 
method of 
Implemen- 
tation 
Distribute 
"What Do 
You Say 
After You 
Say Hello?" 



Consultant 



Teachers 
Students 



Brochure 



Ttacher 
evaluation 



$100 



READING MINI 

ummz t ' 

A district three- 
hour conference In 
which a minimum of 
30 K-8 teachm In 
the OVSO exhibit 
reading theory * 
techniques 9 organi- 
zation, and display 
by Individual 
booths* 



Studert- As per 
teacher assess- 
ment* 

Staff-A staff 



A minimus of 200 



Identify tea- 



teachers will ottttKchers with ox- 



end rate the work- 
shop according to 



survey Indicate! the objectives for 



reading :j #1 



district In-service 



priority and thi workshops* (Sea 



Mini Conference 
a favored methoc 
of presenting 
In-service* 
Community- Tno 
community Indl 
cates reading ai 
a priority for 
the 1974-75 
school yeer. 



Appendix for form*) 



(Set Objective 1.0 
for communication 
description*) 
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tmplary pro* 
prams' to dis- 
play reeding 
activities* 
Develop proce- 
dures end ptan 
for display. 
Develop pi en 
for Implemen- 
tation of con- 
ference, 
tompile evalu- 
ation of con- 
ference from 
participants. 



Teachers 
Identified 
to parti 
dpete* 



Teachers 
who wish 
to 

ettend. 



Steff De- 
velopment 
Flyer - 
Communi- 
cator - 
OVTA Talk 



See OfcJ. II 



$760 
(Teach* 
release 
tine) 



Mote: tht entire scope of the steff 
development Implementation plan is 
comprehensive and totalis objectives 
for each component, » 



MONITORING AND EVALUATION 



The staff development program Implemented is monitored as stated in the 
objectives for the workshop or plan. If the evaluations at the end of 
the session Indicate 85% of the participants did not score in the first 
two columns of agreement, a follow-up letter requests how it could be 
improved and inquires if individual follow-up could be provided- 

OCCAN VIEW SCHOOL DISTRICT 
Educational Services 

EVALUATION QUESTIONNAIRE 

The workshop you attended today was planned from teacher and district needs 
surveys. Will you please give your evaluation of the workshop by completing 
this questionnaire? 

agree disagree 
f 1 2 3 4 5 

1. I received information in this workshop 
that has practical value for tuc in the 

classroom* 12 3 4 5 

2. Generally, I knew wnat kind of in-service 
grov/th I expected to gain as a result of 

pre-workshop publicity and information. 1 2 3 4 5 

3. The pre-workshop publicity and information 
adequately informed me on the purpose of 

this workshop, 12 3 4 5 

4. The variety of organizational learning 
groups (e.g., small/large group 
instruction) was appropriate for the 

specific kinds of information presented. 12 3 4 5 

5. This workshop experience provided me with 
adequate information regarding the 
following: 

a. Theory or rationale of subject 

presented. 12 3 4 5 

b. How to organize activities to 

carry out theory 12 3 4 5 

c. What kinds of materials one can use 

to s upport activities 12 3 4 5 

d. How to use presented materials 12 3 4 5 

e. How to evaluate effectiveness of 

lesson 12 3 4 5 

6. Generally, I feel the woH'Shop was 

worth ny time. 1 Z 3 4 5 

1. a. My workshop leader presented his 

program in an interesting winner. 12 3 4 5 
. b. This workshop tried to cover too 

broad a span of Information. 1 2 3 4 5 

Cm This workshop program should have a 

Part Il—follow up activities. 1 2 3 4 5 

The Surnnative evaluation is a compilation of the entire evaluation system - as 
Identified by the objective of each component of the staff development depart- 
a»nt. A second phase to the summative evaluation is a compilation of the 
•Criteria for good In-service" reflecting if the system developed did 1n fact 
meet the rationale or basic structure from which 1t was designed. 
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OCEAN VIEW SCHOOL DISTRICT 



SUMMATIVE QUESTIONNAIRE 

This questionnaire will continue to assist the I.I.T. Planning Committee and 
participants tc assess the effectiveness of this second meeting and to see if 
there was some carry-over value (with time elapsed) 1n the original I.I.T. 
meeting. The questions should be answered candidly for the results will be 
studied and the implications will form the basis for continued improvements 
and revisions. 
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1. 



2. 



3. 



4. 



The three-day I.I.T. 
Conference gave my 
school team enough 
preparation so that 
now my school has an 
adequate M first-cut u 
staff development 
plan. 

This staff develop* 
ment plan is forma-* 
lized to the point 
that it is a part of 
our total school 
educational plan. 

Hy school has oegun 
to implement portions 
of its staff develop- 
ment plan. 

Each major activity 
of our staff develop- 
ment plan has an eva 
luation tool in order 
to assess each acti- 
vity^ contribution 
toward increased pro- 
fessional growth. 



IJzllR 



JiLfi 



NOTE: Complete copy of document, "Sunttative 
Questionnaire," may be obtained by 
writing Ocean View School District, 
7972 Warner Ave., Huntington Beech, 
California 92647 



5. The organization of 
the first I.I.T. 
Conference established 
the machinery at ny 
school for the I.I.T, 
school team to assume 
and maintain a position 
of leadership in local 
staff development. 

6. The greatest bulk of 
the initial I.I.T. 
Conference materials 
were very useful in 
the development of our 
staff development plan. 

7; Our I.I.T. school team 
has established a 
master calendar 
(regular meeting 
times) for purposes of 
making informal or forma 
on-going evaluation 
assossment(s) of staff 
development concerns. 



8. 



9. 



My staff generally 
received our staff 
development plans in 
a positive, accept- 
ing manner. 

I found tint-most 
teachers at ny 
school were too over- 
whelmed with the task 
of teaching to give 
much time and/or com- 
mitment to staff 
development ideas or 
program. 
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SUMMARY 

The goals of education are altering, partly because of cultural changes 
and partly because the future towards which we educate is both different 
and largely unknown* Educators, especially teachers and students, need 
to be deeply aware of the changes that are taking place in order to be 
prepared to both teach and freedom to explore, inquire and provide a 
responsive environment and directed challenges, a comprehensive model 
must be developed with this scientific purpose itself, ,as well as for 
policy and management purposes* 

DESCRIPTION OF SCHOOL DISTRICT 



Ocean View School District is located in Huntington Beach, in the southwestern 
part of Orange County. 

The principle economic bases for the district are homes, businesses, and *ome 
light Industry* The industry is diversified and ranges from large space- 
oriented complexes to smaller plants involved in light manufacturing. 

Host of the school district's 25 schools are located in the city, with small 
sections spilling into neighboring cities of Westminster and Fountain Valley. 
The population of Huntington Beach is approximately 155,000. 

Residents have a wide choice of living accommodations which include mid and 
upper price range homes, the dramatic water-oriented community of Huntington 
llarbour, townhomes, tennis estates and a vast array of apartment complexes. 

The district is presently experiencing a leveling off of enrollment after a 
dramatic surge in pupil population between 1950 and 1970, For the past two 
years, the enrollment has fluctuated close to the 14,000 mark. 

Covering a fifteen square mile area, Ocean View is the largest in both size and 
enrollment of the five feeder elementary districts which comprise the Huntington 
Beach Union High School District. 

The basic plan of the district is K-8, with 13 K-8 facilities and 11 K-6. 
The remaining school serves the severly handicapped. Two of the district's 
schools are currently on year-round schedules,' one a block 45-15, the other a 
staggered cycle 45-15. 

600 teachers and approximately 200 paid aides are employed, in addition to 250 
classified employees. 



Complete comprehensive copy of the Ocean View School District Staff 
Development Flan may be obtained by mailing check or money order for 
$5.00 to ACSA Irvine Office, 2212 Dupont Drive, Suite Q, Irvine, CA 92664 
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SUMMARY: SWF DEVHJ3PMENT PROGRAMS, by Edward W. Beaubier, Executive 

Educational Management Institute 
and Project Leadership 

Operations Notebook #13 reported six successful administrative staff 
development program models. These models represent only a sampling of 
the many fine strategies being planned and/or in operation throughout the 
State of California. 

If the reader is Interested in gaining additional information regarding 
successful staff development programs, the ACSA Project Leadership Office 
suggests contact be made with agencies as follow: 

1.0 County Superintendent of Schools Office 

2.0 San Mateo Educational Resources Center 

(Director, Frank Mattas - Telephone - 415-369-1331) 

3.0 ERIC Clearinghouse on Educational Management 
(University of Oregon - Eugene, Oregon 97403) 

4.0 Far West Educational Research Laboratory 

(Director, Dissemination/Evaluation Project, Dr. Wayne Rosenoff - 
Telephone - 415-841-9710) 

5.0 ACSA PROFESSIONAL DEVELOPMENT PROGRAMS (POP) Office 
(Executive, Art Thayer - Telephone - 415-692-4300) 

The focus of the RDP MODELS presented in this Notebook was upon the following: 

1.0 Getting the Program Started (Needs Assessment) 

2.0 Education Administration Competencies: Tools Identified by 
Practitioners Needed for Successful Administration 

3.0 Human Resources 

4.0 Material Resources 

5.0 Examples of How Components Function (Programs) 

6.0 Establishing the Collegial Team 

7.0 Training of Trainers 

8.0 Program Evaluation 
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Purposes : 

1.0 To assist the individual administrator to diagnose his 
interests, knowledge and level of experience against 
competencies identified as being desirable for school 
administrators. 

2.0 To assist the participant in selecting activities, 
training programs and materials to fill identified 
voids as determined by interest, experience or knowledge. 

3.0 To provide data to the Liaison Administrator to assist 
Project Leadership participants in planning their own 
improvement program and availability of Project training 
programs and materials. 

4-0 To provide data to the Liaison Administrator in planning 
Satellite Meetings. 

5*0 To provide data to the Project Leadership Director in 
planning future programs and the need for material 
development . 

Directions : 

Mark each competency in one of the three areas - Interest, 
Experience or Knowledge. 

Mark directly on the survey form if a data processing card 
is not available. 

After completion of the Self-Assessment Inventory, the data 
processing card or a copy of the form should be sent to the 
Project Director. He, in turn, will forward a copy of the 
results to the Liaison Administrator. 
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ASSOCIATION OF CALIFORNIA SCHOOL ADMINISTRATORS 

PUBLICATIONS DEVELOPED BY PROJECT LEADERSHIP 



NAME OF PUBLICATION 



COST 



ACSA Project Leadership Organizational Components ; 



Introductory Component #1 

Needs Assessment it 2 

Problem Solving #3 

Administrative Support #4 

Assessment Alternatives #5 

Assessment Alternatives Supplement #5a 

Time Management #6 

Delphi Technique 

Materials Resources Guide 

Human Resources Guide 



All Components: 

$3.00 per copy /Project Leadership 

Members 
$4.00 per copy /ACSA Members 
$7.00 per copy/non-ACSA Members 



ACSA Project Leadership Training Programs : 
Shared Decision Making 



Research Utilizing Problem Solving 
(RUPS) - 1975 Edition 

Participant's Manual 
Leader's Manual 

Interpersonal Communications (IPC) 

Participant's Manual 
Leader's Manual 

Classroom Observation and Teacher 
Conferencing 



$10.00 per copy/Project Leadership 

Members 
$15.00 per copy /ACSA Members 
$17.00 per copy/non-ACSA Members 



$15.00 per copy 
$20.00 per copy 



$15.00 per copy 
$20.00 per copy 



$10.00 per copy /Project Leadership 

Members 
$12.00 per copy /ACSA Members 
$15.00 per copy/non-ACSA Members 
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~ A6 ~ APPENDIX B 

ASSOCIATION OF CALIFORNIA SCHOOL ADMINISTRATORS 

PROFESSIONAL DEVELOPMENT 

POSSIBILITY FOR FUNDING 

ACSA PDP AND ADULT EDUCATION PROGRAMS 
Possible Help In Financing PDP 

In recent years Adult Education programs in districts and 
Extended Day programs in community colleges havt-i greatly 
expanded the types of offerings they provide. Regions and 
Charters may wish to avail themselves of opportunities for 
funding inservlce programs for their members via Adult Edu- 
cation/Community College services. (ACSA has correspondence 
from the State Department of Education authorizing this type 
of program. ) 

Program chairmen who wish to use the Adult Education program 
for partial or complete funding of Professional Development 
Program activities for their region, charter, or district 
should carefully review the following information. 

Program chairmen in districts that have Adult Education 
programs should contact their local adult school principal 
for assistance. 

Program chairmen whc wish additional help are urged to 
contact their regional representative to the State Adult 
E ducation Committee for assistance in planning for these 
programs . 

Some groups are also utilizing the local community college 
for assistance. You may wish to investigate which program 
would provide the best resources for your program. 

Be sure you work out all arrangements in advance with the 
adult administrator. Sufficient lead time must be given 
to the adult administrator as the application must be ap- 
proved by the State Bureau of Adult Education in Sacramento 
and frequently it requires local board approval. (A 
minimum of one month lead time is required.) 

The adult school is responsible for planning and authorizing 
the program. ACSA only cooperates in the planning portion. 
All programs must have a clear educational value. 

All classes or lectures must be open to the public and 
advertised as such. 

A. Anyone who shows up to the class must be enrolled. 

Titles should be general, not specific: "Management Theoiies 
and Techniques" not "Management Theories and Techniques for 
® School Administrators." 
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A. In the other material related to advertisement 
you can indicate that it is planned for "Secondary 
School Principals," "School Administrators," etc. 
Rarely will anyone attend who is not a school ad- 
ministrator. 

B. Some statement in the announcement should refer 
to ACSA assistance in planning the sessions. 

Minimum enrollment is dependent upon how much money you need 
to generate to pay for salaries, materials, etc. 

A. The local tax rates affect this also. 

It is recommended that a "lecture series" be used for large 
group presentation. A "forum series" requires the group to 
be limited to a number which will permit effective partici- 
pation and discussion. A sample format might be a keynote 
speaker, then break into four or eight smaller group pre- 
sentations which might be on similar or different topics. 
Remember that these programs can be scheduled on weekends, 
vacation periods, or during the summer. 

Remember that under its sponsorship the adult school pro- 
vides for: 

A. Meeting room (not necessarily on a school site) 

B. Equipment 

C. Materials 

D. Instructor's fee or salary 

With proper planning, salaries in excess of the amount 
generated by program income can be paid by the region or 
charter. For example: If a speaker required a $500 fee, 
and the adult school could only generate $300, the region 
or charter could arrange with the speaker to pay him di- 
rectly the remaining $200. 

The following information applies to programs planned as 
Adult Education classes: 

1. Form A-20 is filled out by the adult administrator 
and submitted in triplicate to the Bureau of Adult 
Education in Sacramento. 

A. The course must comply with Title 5 and 
Education Code 10521. 

B. A course outline must be kept on file in 
the adult school office. 

2. Classes must be open to the public and be advertised 
as such. 
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3. A minimum of four separate meetings, no two of which 
may be scheduled on the same day. 

4. Participants must follow normal adult school regis- 
tration procedure. 

5. The instructor must be credentialed. The instructor 
need not be the only resource person or speaker. As 
a matter of fact, for the purposes of these programs 
he probably will be only the meeting coordinator. 

6. Classes must have a minimum number of students. This 
is usually fifteen, but the numbers vary in each dis- 
trict. For budgeting purposes it is always better to 
have a few more enrolled than is necessary to meet 
all expenses. 

7. Please note the sample Form A-20 for approval of 
adult courses and course outline. 

8. Income and expenditures would vary by local tax rate 
and the type of program offered. The illustration 
given here is for a typical school district and based 
on the attach. a sample for a class in Interpersonal 
Communications . 

A. Sample Income is indicated below, for a typical 
school district. (This amount will vary accord- 
ing to the district tax rate.) 

a) Twenty- four people ) Generates 1.5 ADA 

b) Ten meetings ) and $1,526 (Please 

c) Three hours per class ) remember, the dollar 

d) 100% attendance ) amount varies with 

each district. ) 

B. Sample Expenditures 

a) Salary $300 ) Estimated 

b) Materials and supplies. . . . $375 ) cost of 

c) District miscellaneous cost . $100 ) program 

- $775. 
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Name 

Length 

Goal 

Objectives 



Pacific Unified School District 
Ocean Adult School 

Course Outline 

: Interpersonal Communication Skills 

: Ten meetings, three hours per meeting 

i Increase awareness and development skills 
for effective interpersonal communication 

: 1. Each student will acquire knowledge 
and specific skills of communication. 

2. Each student will practice skills 
and techniques of communication. 

3. Each student will analyze his indi- 
vidual skills and design a plan for 
personal improvement. 



Course Outline : 



Session 



1. Introduction and Paraphrasing 

2. Behavior Description of Feelings 
and Perception Check 

3. Nonverbal Communication and Perception 
Check — Concept of Feedback 

4. Expectations and Communication — 
The Interpersonal Gap 

5. The Effect of Feelings — Matching 
Behavior with Intention 

6. Open Communication — Communication 
about Interpersonal Relationships 

7. Roles and Patterns of IPC — Names 
and Communication 

8. One- and Two -Way Communication — 
Communication Patterns 

9. Communication under Pressure 
10. Improving My Skills 



Participants 



Open to the Public 
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CAUtOMlA iTATt iUMttlUllT OF COUCATION 

iuttAii or AtuiT Koucatioh 

*OHM A>20 («V. 10.70) 



REPORT ON COURSES IN CLASSES FOR ADULTS 

To be submitted in triplicate to Bureau of Adult Education, California State Department of Education, 
Sacramento. California 95814, within 30 days of opening of class in which courses listed are given 



Classes for which 

ONE-YEAR APPROVAL 

may be granted 

(California AdminittratWo 
Cods, TifU 5, Education. 
Soction 10521) 



Xotk: Each course for which approval for one year only is granted must be approved by the Bureau of Adult Education annually as a 
condition to the apportionment of state funds for attendance upon such courses. 



Name of school district Pacific Unified 

Name of school administering class Oceaa Adult Schoql 



Address of school. 1700 . Coast. .Highway,. .Beach Jtfty* Seaside 

City County 



'i iilc- ni wiir.Ni'* 
Name oi tracher 



CLASSES 

(L\c Form A-20a fur reporting classes in crafts and physical education.) 

I. 

Interpersonal Coramuni cation Ski 1 Is 



Joe Extrovert 



I ).iu < lass st irlrc ! October 10 



Type of 

credential held : 1 andard 



length of course in weeks. 



10 



2. 



Title of course* 
Name of U uchcr 
Oate class started 



Type of 

credential held 



Length of course in weeks... 



Exceptions to affhoval: Cla-;s number 

(If no extrptjo:. .nc notnl, all elates on this form are approved.) 




/ hcrchtj cert if. i that all classes rrpv.icd en this form arc maintained in 
connect ion with this .school and arc admiuhtcrcd hu the underpinned and 
that course outlinrs for all classes are on file in this school district as required 
under Section WSfAfh) of Title 5 of the California Administrative Code: 



[Sicnkd] 



Principal 



Date 



ERLC 



® . Nun : l\c additional forms if there are more than 10 classes to report. 
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The following information applies to programs planned as 
Adult Education Lecture Series. 



1. Form A-13 must be submitted in triplicate to 
the Bureau of Adult Education in Sacramento. 

2. The lecture must be open to the public and 
advertised as such. 

3. A minimum of four separate lectures, no two 
of which may be scheduled on the same day. 

4. Participants must follow normal adult school 
registration procedures. 

5. Honorariums are negotiable and should be care- 
fully reviewed with the adult administrators. 
As the speaker fee increases, the ADA must 
increase in order to generate sufficient funds. 

6. Please note the attached sample Form A-13 for 
a lecture series. 

7. Income and expenditures would vary by local 
tax rate and the type of program offered. 
The illustration given here is for a typical 
school district and based on the attached 
sample for a lecture series. 

A. Sample Income 

a) One hundred people ) Generates 

b) Seven lectures ) 2.0 ADA 

c) One and one-half hours each) and $2,034 

d) 100% attendance ) 



B. Sample Expenditures 



a) Four lectures at $100 ) 

b) Three lectures at $150 ) 

c) Materials and supplies at $200 ) 

d) District miscellaneous cost $100) 



Estimated 
cost of 
program 
$1,150 
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BunUU Or Abklll tOllCATlON 



Submit In 
triplicate 



REQUEST FOB APPROVAL OF LECTURE SERIES OR SESSIONS SUPPLEMENTAL 
TO AN APPROVED CLASS FOR ADULTS 

This form is to be submitted in triplicate, prior to the first lecture or supplemental session proposed, to the Bwtau of Adult 
Education. California State Department ot Education. Sacramento, California 95814. 



To the Bureau of Adult Education, 

California State Department of Education: 

Request is hereby submitted for approval of the lecture series or sessions supplemental to an approved class for 
adults as described herein as a class for adults. 



Name of school district Pacific. Unified 



Name of school Qcean..AduLt..SchoQl - 

Aidtm* City Cmtrnty 



Title of lecture series ..Managemenl..Iri£titute — 

Is iccture series supplemental to a class? Yes .. No X .. If yes, give name of class 

Name of credentialcd instructor in charge John. Smith - 

lUlaud Topico L«cturor SZSm Afftwral 

1. Excellence in Leadership frank ...Jpne_s_ Oc.t5.J_l 

2. „.-.Hjgh..Pej:formn^ Dr.*.Jam.$.Mlj>ori_ .0£t.tJ& 

3. Effec.tAKfi..rtonas]^^ JQC1...25 — 

4 Iran5for.a)ing...Theory..tQ„J?raxi.ii:e fioberi..EordL Hdy*...J 

5. .Leadership.. Styles On*.. Robert-Mason — Noy_..„8.. — 

6. . .Management-hy-Objective Or*..Don„Snuth_ Hox+-\$. — 

7. Effect i^e.^ojjimuni cation Adaw-Lfipes. liQy_..22 — 



I Hereby (Certify that each of the above lecturers either (I) is a citizen of the United States; or (2) has taken 
out his firs.' papers of citizenship, in which case the date of such papers ana date of legal entry into the United 
States for permanent residence are indicated on the reverse side. The name of each lecturer who has a certificate 
on file in the office of the County Superintendent of Schools of this county valid for such service is marked by 
an asterisk (*). 



Dot* 



Principal Gcy/Dittrict Superintendent of School • 



In accordance with the provisions of the Education Code of California Section 13302, the Bureau of Adult 
Education hereby approves the program outlined above .is a class for adults. This approval relates solely to the 
instructional program and is not an endorsement of .my lecturer or of the quality of his presentation. Employment 
of any one lecturer is limited to not more than four lectures per term unless he holds a valid credential appropriate 
for such service. 



i/- Dow 



MgMtui* 
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Yes, t am interested in PROJECT LEADERSHIP 
Please send me a report on the Project leadership program and enrollment details. 
<Piease print or type) - — ; " r 



I*.* ..."I. 



•. » . . »*...* . i# * 



NAME 



TiTU 



DISTRICT 



MAILING ADDRESS 
STATE 



ZIP 




